



Description
I was asked to write reflections about my experience of learning a new skill. I went back to when I started this course because the first classes drew my attention. It was about time management. That topic became interesting because I felt overwhelmed with all my work and daily tasks in the last few years - I lacked time. I admit that for years I treated my body like a punching bag. Instead of fuelling him with enough fuel (sleep, healthy food, exercise, etc.), I was constantly running on fumes. Just to go a little further, to do something else. Tasks were more important than sleep or rest. If I had to give up something - it was the fuel for my body (usually sleep). 
I never thought about time like it was shown in lectures. These lectures change my point of view on time management. This day we had a job to do - write down strategies you can use to avoid procrastination - so I did, but I will return to this later.

Feelings
When I wrote down some of my ideas on the virtual board, I realised that many factors affected my day. I was disappointed and mad because of my disorganised life - which led me to lack time. It was time for a change, and I had to do something with it. When I decided on a change, I felt internal happiness. I start to think about what I will do with my free time. More time for family, for myself, more trips with daughter, more time for a hobby? I was so excited. I could not wait until my new plan was live. According to classes and new knowledge, I started diving deep into subjects, taking a step forward and making my life more organised. I began by analysing the day and what had to be done in the morning, afternoon and evening. The first step was creating a task list with a recurring reminder every day. To- do list has been sorted from most important to less important. Less critical things were delegating to my work colleagues. When all was done, it was time to check it in life. The plan works - at the beginning.

Evaluation 
The things that worked very well were the to-do list - they helped me organise mornings very effectively. Also, delegating a less critical task to co-workers was a good idea, as I could focus a hundred per cent on crucial paperwork without distracting myself. Things that did not work were my inability to say no. Some of my co-workers put extra work on my shoulders, but they could do this by themselves - this leads me to multitask. I did not set goals. 


Analysis
Unfortunately, I only considered some aspects of my day - the environment where I work is changing with every minute - even minor issues can grow into massive ones, and half a day is upside down. This aspect changed my point of view again - how can I predict unpredictability? How can I plan my day if I do not know what is happening in the next few minutes? Another factor that impacted my time management skill was my relations with co-workers. I am a person who rarely says no, and some tried to take the monkey off his back and put it onto mine. Their problem is now my problem (Kerzner, 2009). 
Multitasking decreased my productivity as I needed help to focus on one task, and I was able to make more mistakes because of distraction.  
Setting personal goals is crucial to effective time management because they provide you with a goal and a direction to work toward. Knowing your goal allows us effectively manage priorities, time, and resources to get there. Goals also assist you in determining what is essential and what is only a distraction (Team, 2022)


Conclusion
I learned that adapting the plan to yourself and your needs is essential because we cannot achieve peace when we organise time under the pressure of external dictates. There are many other significant factors affecting our level of organisation. One is order, which is not just about scheduling tasks during the day but about order around us, which is also extremely important. A mess of things that do not have a permanent place and overwhelm the space in which we are, contrary to appearances, essential elements influence our organisation. It is because we must organise our area to manage our time efficiently. Order in our home or workplace is critical to organise our time better and more precisely. Analysing the "lack of time" problem, I concluded that this formulation is a belief resulting from poor time management. Disorganisation is in doing activities at the last minute, which comes down to working under pressure and stress. So that the hours in the day are enough for us to realise our plan, it is worth stopping and finding peace that can be achieved through good organisation. Scheduling tasks and activities during the day, maintaining the order of the space around me, or eliminating distractions are elements enabling the creation of an organisational strategy. My good functioning during the day depends on many factors I may need to consider. From a theoretical point of view, all this is easy, but from my experience, I know that life can be different. In practice, it takes much work for an adult to change their habits overnight, making it challenging to manage my time correctly. However, it is worth working on my weaknesses because much can be gained in this way, especially the available and priceless time. Consistency will give us an achievement endpoint. I often met with the statement that the more a person has to do, the more organised he is. The organisation, or rather the lack of it, is how I define lack of time. The problem is not about short days but disorganisation, lack of motivation and willingness to act. I am talking about not having enough time and putting lots of pressure on myself. In today's world, we all rush, but that is because we need to learn how to manage our time well. Rush leads to chaotic operations. All this causes stress and creates a vicious circle from which it is challenging to get out.




Action Plan 
After semester one, I will prepare a new upgraded time management plan. I need to think about the three critical tasks - planning, managing paperwork, and stopping others from wasting my time.  If I stick to the above plan, I will change my life, lower my stress, and boost my productivity (Davis, 1998). I need to set my personal and work goals. The SMART method teaches me to work harder, gives me a sense of direction, and assists in organising and achieving my objectives. Setting goals is a highly effective method for creating my ideal future and inspiring myself to make my dreams come true (Team, 2022). 
I need to plan rest time - this is an essential element of daily functioning. If I do not allow my body to regenerate sooner or later (rather sooner), it will refuse to obey me, and even the best time management will not help. I will allow myself a moment of pleasure and relaxation, allowing me to perform my other duties even better. My daily to-do list needs to be elevated as well - it is essential to break down each activity into simple components; even the most complicated task seems much more straightforward. Stop doing a few things simultaneously - most people think of multitasking as a helpful talent that allows us to do several things simultaneously. The truth is that multitasking should be avoided at all costs on the job. Focusing on just one item at a time helps us be much more productive. Many things need to be improved, but if I change them, I will be one step closer to achieving good time management, which will make me happier. It requires from me lots of sacrifices and changing personal habits. In the long term, being proactive can help me use less time, energy, and effort. My activities and responsibilities can seem much less overwhelming if I am organised, plan, and solve problems before they worsen.
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